




















































STATEMENT OF WORK 

TITLE, SERIES, GRADE 
Chief of Staff, AD-0301-00 

FUNCTIONAL TITLE 
Chief of Staff and Senior Advisor for Climate and Equity 

ORGANIZATION 
U.S. Environmental Protection Agency 
Office of the Regional Administrator Region 1 
Immediate Office  

TITLE AND GRADE OF SUPERVISOR 
Regional Administrator, ES-0340-00 

STATEMENT OF RESPONSIBILITIES 

1. Serves as Chief of Staff to the Regional Administrator and provides advice on policy
development, planning, coordination, and legislative matters as they relate to the
programs of the Agency. Maintains a continuous awareness of the major national
policies relating to the programs of EPA and the policies and programs supported and
advocated by the Congress and the Regional Administration in order to make
recommendations to the Regional Administrator concerning the development and
implementation of major policies and programs of the Agency.

2. Provides advice to the Regional Administrator and identifies problem areas, develops
and recommends solutions and specific policies in relation to highly urgent and
sensitive operational and/ or program matters. Arranges for the implementation of
specific policies and problem solutions developed, including making action
assignments to the appropriate organizational elements.

3. Supports the Agency’s focus on climate and equity by proposing, advising on and
implementing related programs across the Region. The incumbent provides advice
on policy and strategic development, organizational planning and coordination, and
regional engagement as they relate to climate and equity.

4. Keeps informed of important developments affecting policies and operations of the
Agency. Advises the Regional Administrator as to significant observations and presents
background information, personal opinions, and advice concerning areas of interest.
Provides and/or directs staff support for the analysis of action memoranda reaching the
Regional Administrator’s office.

5. Represents the Regional Administrator and the Agency at all levels of government,
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including Federal, State, municipal, and county agencies as well as private industry and 
citizen groups. Provides information and advice concerning the EPA's activities and 
programs and interprets existing and proposed plans and policies. Applies a broad and 
comprehensive knowledge of problems involved in effective relationships between 
various government levels, private industry, and citizenry in striving to promote plans 
and programs of personal concern to the Regional Administrator and of special 
significance to the national environmental protection effort.  Stimulates interest, elicits 
support, works out agreements at all these levels, and advises the Administrator on 
courses of action which should be taken. 
 

6. Conducts special assignments for the Regional Administrator on matters of special 
concern to the Agency. Develops assignments on own initiative or in response to 
requests of the Regional Administrator. Assignments are usually broad-based, 
touching upon wide program areas or activities within the Agency, relationships with 
other Government agencies, or various segments of industry. Establishes contacts at 
the highest official level for this purpose, develops information, evaluates findings, 
and prepares reports incorporating conclusions and specific recommendations. 
Provides information to the Regional Administrator through personal briefings. 
 

7. Represents the Regional Administrator in discussions with key members of the 
Agency in conveying the Administration's point of view, desired emphasis, and goals. 
Recommends new, imaginative approaches to problems and objectives and enlists 
cooperation and contributions from Agency staffs. 
 

8. Attends conferences for the Regional Administrator within EPA to convey the 
Administrator's point of view, desired emphasis, and goals. Assesses the impact and 
subsequent relevance of matters discussed and enlists cooperation and stimulates 
contributions from Agency staff in developing new, imaginative approaches to 
problems and objectives. Briefs the Regional Administrator on matters discussed and 
recommendations made. 
 

9. Keeps abreast of important developments affecting the Agency's policies and operations 
and presents background information and personal viewpoints and advice to the Regional 
Administrator.  

 
10. Performs other duties of a close and confidential nature. 
 
 







STATEMENT OF WORK 

TITLE, SERIES, GRADE 
Chief of Staff, AD-0301-00 

ORGANIZATION 
U.S. Environmental Protection Agency 
Office of the Regional Administrator Region 8 
Immediate Office  

TITLE AND GRADE OF SUPERVISOR 
Regional Administrator, ES-0340-00 

STATEMENT OF RESPONSIBILITIES 

1. Serves as Chief of Staff to the Regional Administrator and provides advice on policy
development, planning, coordination, and legislative matters as they relate to the
programs of the Agency. Maintains a continuous awareness of the major national
policies relating to the programs of EPA and the policies and programs supported and
advocated by the Congress and the Regional Administration in order to make
recommendations to the Regional Administrator concerning the development and
implementation of major policies and programs of the Agency.

2. Provides advice to the Regional Administrator and identifies problem areas, develops
and recommends solutions and specific policies in relation to highly urgent and
sensitive operational and/ or program matters. Arranges for the implementation of
specific policies and problem solutions developed, including making action
assignments to the appropriate organizational elements.

3. Keeps informed of important developments affecting policies and operations of the
Agency. Advises the Regional Administrator as to significant observations and presents
background information, personal opinions, and advice concerning areas of interest.
Provides and/or directs staff support for the analysis of action memoranda reaching the
Regional Administrator’s office.

4. Represents the Regional Administrator and the Agency at all levels of government,
including Federal, State, municipal, and county agencies as well as private industry and
citizen groups. Provides information and advice concerning the EPA's activities and
programs and interprets existing and proposed plans and policies. Applies a broad and
comprehensive knowledge of problems involved in effective relationships between
various government levels, private industry, and citizenry in striving to promote plans
and programs of personal concern to the Regional Administrator and of special
significance to the national environmental protection effort.  Stimulates interest, elicits
support, works out agreements at all these levels, and advises the Administrator on
courses of action which should be taken.
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5. Conducts special assignments for the Regional Administrator on matters of special 
concern to the Agency. Develops assignments on own initiative or in response to 
requests of the Regional Administrator. Assignments are usually broad-based, 
touching upon wide program areas or activities within the Agency, relationships with 
other Government agencies, or various segments of industry. Establishes contacts at 
the highest official level for this purpose, develops information, evaluates findings, 
and prepares reports incorporating conclusions and specific recommendations. 
Provides information to the Regional Administrator through personal briefings. 
 

6. Represents the Regional Administrator in discussions with key members of the 
Agency in conveying the Administration's point of view, desired emphasis, and goals. 
Recommends new, imaginative approaches to problems and objectives and enlists 
cooperation and contributions from Agency staffs. 
 

7. Attends conferences for the Regional Administrator within EPA to convey the 
Administrator's point of view, desired emphasis, and goals. Assesses the impact and 
subsequent relevance of matters discussed and enlists cooperation and stimulates 
contributions from Agency staff in developing new, imaginative approaches to 
problems and objectives. Briefs the Regional Administrator on matters discussed and 
recommendations made. 
 

8. Keeps abreast of important developments affecting the Agency's policies and operations 
and presents background information and personal viewpoints and advice to the Regional 
Administrator. Reviews the Regional Administrator's press releases and advance copies 
of other materials to determine consistency with their announced policies and to detect 
and forewarn as to possible unfavorable political and/or public reaction or criticism. 

 
9. Plans for staff development including assessment of training needs, and performs 

supervisory duties involving the establishment and filling of positions, promotion and 
assignment of personnel, the provision of employee and labor relations services, establishes 
performance standards, appraises staff against these standards, takes disciplinary actions as 
necessary, and overall administration of human resources and Equal Employment 
Opportunity programs within the organization. 
 

10. Performs other duties of a close and confidential nature. 
 
 




